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-- ! Person to Contact: 
. 

Application Date: July 30,  1980 

TA Client Case Files 
75-102 Mf) Record Series Title: 

Item number to be amended: Item 16 on old form Telephone No. 656-3040 
Item 10b on new form (3/80) 

Reads as follows: "no" on confidentiality of records 

Amended to read: "yes" on confidentiality of records 

.. 

ESA-143 (3/80) ~ 

~ i 
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P F X  
' 1  

1 Manpower Programs Development Division 
. Central Records Section, Room 130, IBEW B u i l d i n g  
, Atlanta, Georgia 30312 
m i T t  Q u E s T t 0 Coord i na to r  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O M  ; 
RECORD WILL C O N T I N U E  TO ACCUMULATE.  NO FURTHER A C C U M U L A T I O N  ANTICIPATE:  

'What is the  h n c t i o n  of the o f f i c e  i n  which t h i s  record series is created? 

The Manpower Program Develcipment D i v i s i o n  i s  r e s p o n s i b l e  f o r  c o m p i l i n g  
and d i s s e m i n a t i n g  s t a t e  and a r e a  manpower and l a b o r  marke t  i n f o r m a t i o n  

I and tc ' onduc t ing  r e l a t e d  r e s e a r c h .  The D i v i s i o n  d e v e l o p s  new and e x p e r -  
i m e n t a l  manpower programs and n e g o t i a t e s  a l l  c o n t r a c t s  f o r  manpower 
s e r v i c e s .  

,' - 

The C e n t r a l  Records  S e c t i o n  i s  r e s p o n s i b l e  f o r  s u p e r v i s i n g ,  r e g u l a t i n g  
and m o n i t e r i n g  t h e  e n r o l l m e n t s ,  p l acemen t  i n  components and  t e r m i n a t i o n  
of c l i e n t s  i n  t h e  Comprehensive Employment T r a i n i n g  Act and t h e  Man- 
power Development and T r a i n i n g  Act programs.  The S e c t i o n  a l s o  makes 
r e p o r t s  on all a s p e c t s  of t h e  programs t o  t h e  F e d e r a l  Power A d m i n i s t r a -  
t i o n ,  S t a t e  Manpower P l a n n i n g  C o u n c i l ,  Governor  I s  o f f i c e  , Loca l  Prog-  
r a m  O p e r a t o r s ,  and Prime Sponsor s .  

Docunents  r e l a t i n g  t a :  M a i n t a l n i n g  e n r o l l m e n t ,  t e r m i n a t i o n  and f o l l o w -  
up r e c o r d s  on i n d i - r i d - a l s  p s r t f c t p a t f n g  i n  v a r i o u s  t r a i n i n g ;  p rograms .  

Tnfomnation t d e n t i f y i n g  t h e  c l i e n t  and p r o j e c t ;  i n f o r -  
m a t i o n  g a t b e r e d  t n  t he  fo l low-up of c l i e n t s  t o  v e r f f y  t h e i r  a c t i v i t y  
i n  t h e  p r o j e c t ,  and  b e n e f i t s  r e c e i v e a  f rom t h e  program and i n f o r -  
m a t i o n  g a t h e r e d  when t h e  c l i e n t  fs t e r m f n a t e d .  Forms i n c l u d e d  a r e  
A p p l i c a n t  I n f o r m a t f o n  Record  C M A - l O l ~ ,  C u r r e n t  Job  S t a t u s  Repor t  
(MA-1031, I n d i v i d u a l  T e r m i n a t i o n / T r a n s f e r  R e p o r t  (MA-102), kDTA 
Monthly P r o g r e s s  R e p a r t  r n s t i t u t i o n a l  T r a i n i n g  P r o j e c t s  ( D / L  M T - 5 ) ,  
and Manpower Develpament and T r a i n i n g  Allowance A c t i v i t i e s  (ES-214B) 

G e o g r a p h f c a l l y  by d i s t r i c t ;  t h e r e u n d e r  n u m e r i c a l l y  
by p r o j e c t  number.  

I 

8 .  

I n c l u d e d  a r e :  

t 

1 .  

F i l e  i s  a r r a n g e d :  

t o  ef DI...~. Cu 1 ,  a f  * r c * * d .  



13. Is t h i s  t he  Record Copy of t h e  s e r i e s ?  . . .  i x l  3, [ 4 
1 4 .  Is there a dupl icat ion of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the information contained i n  t h i s  series ever s u k a r i z e d  o r  published? 

,i [ I' [XI 
[XI [ I 

' 16. Does the  series contain c l a s s i f i e d  information requi r ing  secur i ty  handling? I [ X I  
Attach copy of sumnary o r  publication. i 

17. Does t h e  series in i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

18. Could t h e  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major portion of i t )  regular ly  microfilmed? I f  yes ,  why? 

I [ X I  
I [XI 

[ I [XI 

20. Does t h e  record series provide data as input t o  an EDP f i l e?  I I [XI 

' 21. Does t h e  record er ie  c$ t a i  docwpen a t ion  r du e as EW i n t o  t? [XI [ 3 p s i q  o y  6 ;abou% i n l i v i a u a f  a c t i v i i y  re&fve% %om i n f i r m a t i o n  
'@. %% &d'baog&'k%ernment e er issued rns t ruc t ions  governing t h e  retention/disDo- . r X  1 I 1 - -  - -  

. s i t i o n  of these f i l e s ?  (Employment Security Manual, Part-l I ,  Chapter 11700 i n d  
..?> .MDTA Handbook, Chapter V I ,  Section I X . C . ,  Page 228) 

' , y V j . -  [ j 2.3. Will t ne re  be a need f o r  these records 10, 15 years from now? If yes,  what? 
-3 

3 yrs. following f ina l  act ion 

follow-up on t ra inee)  .* . 
2b."&QUIREPEf4TS. .  The following requires t h e  f i les  t o  be 'keptpro jec t  m a 1  action 6 t h  mnt& ~. . 

]STATE b. [ ]STATWE OF . c. [ ]AUDIT d .  UFEFEDERAL e .  [ ]kM.IIWXSTRATIVE f .  [ ]HISTORICAL'. 

, A  HANDBOOK .. - "The records f o r  such t ra inees  sha l l  be  h e l d  fo r  3 years following f ina l  act ion 
LIMITATION PERIOD IAW DECISION VALUF. 

on a l l  matters." 
A D M I N .  PROC. MANUAL - Part  I I ,  11717.01 "MDTA Enrollment Records become obsolete 3 years from 

cy recommends tha t  the  f i l e  s e r i e s  be. cu t  o f f  a t  the end 
AR -MOTHER 5- ~eiow , then  : 

i : 

Upon c o n p i e t i o n  of .6-n)onth Polloariup. of all t r a i n e e s ,  t r a n s f e r  t o '  
i d a e t t y e  fgle. 
Cut-off  t n a c t i b e  f.?lle c+t end @i eech f f s c g l  yeas; Bold $n c a m e n t  f f l e s  
area' i yeapj  +hen 

:,- ,. 

'F 
; MDT S e c t i o n  ( C e n t r a l  O f f i c e  f i l e :  T r a n s f e r  t o  S t a t e  Records  C e n t e r :  

, I  

+ h o l d  2 y e a r s ; ' t h e n  d e s t r o y .  

' 
L D i ~ t ~ i c t  O f f i c e  F i l e :  T r a n s f e r  t o  l o c a l  holdtng  a r e a ;  h o l d  2 y e a r s ;  
' t h e n  d e s t r o y .  

e T r s l n e e  A c t i v i t y  P r i n t o u t :  .Hs~Jd-in . C u r r e n t  - f i l e s  area unfLl up-dated ' . ' repar>t -is receiieg; t h e n  destroy.  - .  

P c m p . e n t  OTHER REQUIRED -l SIGNATURES DATE I - ~---__ --- 
~ . .  - .. 

-v i n  paragraph 
are: 

SIA1'ERECrnI 
COXMITTCE 
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I Manpower Programs Development D i v i s i o n  

I i At lanta,  Georgia 30312 

> m T m r  

Central Records Section, Room 130, IBEW Bu i l d ing  

m 

Coo r d  i na t o  r 
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION ; IxI RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED. 

Dates of Ser ies 

The Manpower Program Development D i v i s i o n  under the General D i r e c t i o n  o f  the Deputy D i r e c t o r  o f  
Manpower, Employment Secur i ty  Agency i s  responsible for compi l ing and disseminating s t a t e  and 
area manpower and labor  market information and conducting r e l a t e d  research. The d i v i s i o n  
develops new and experimental manpower programs and negot ia tes a l l  con t rac ts  f o r  manpower 
services. 
The Central Records Section i s  responsible f o r  superv is ing  and r e g u l a t i n g  the enrol lment and 
te rmina t ion  of  c l i e n t s  i n  the MDTA program. I t  i s  responsib le  f o r  repor ts  of a c t i v i t i e s  t o  
Federal and Sta te  o f f i ces .  

- 
1. This f i l e  conta ins t h e  following documents ( i nc lude  form numbers and t i , t les ,  if any, 

and f i l e  arrangement). 
Documents r e l a t i n g  to enro l lment ,  te rmina t ion  and fo l low-up of  c l i e n t s  i n  various t r a i n i n g  
programs. 

Included are: MA-101 forms which i d e n t i f i e s  the c l i e n t  and p ro jec t ;  MA-I02 forms which 
terminates the  c l i e n t ;  and MA-103 forms which fo l l ow  up on c l i e n t  t o  v e r i f y  benef t s  of 
program. 

The f i l e  i s  arranged numer ica l l y  by p r o j e c t  number by l o c a l  o f f i c e .  

ATTACH SAMPLES OF THE F I U  



13. Is t h i s  t h e  Record Copy f t h e  s e r i e s ?  

1 4 .  Is t he re  a dupl ica t ion  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  information contained i n  t h i s  series ever summarized o r  published? 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information t equ i r ing  secu r i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedwes? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major por t ion  of it) regu la r ly  microfilmed? If yes ,  why? 

? 

i 

Attach copy of summary o r  publ ica t ion .  

20. Does t h e  record series pfovide da t a  as input  t o  an EDP f i le?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tou t?  

22. Has the  Federal Government issued i n s t r u c t i o n s  governipg t h e  retention/dispo- 
s i t i o n  of these  f i l e s ?  (Employment Secur i ty  Manual , Par t  I I ,  Chapter 11700 and 

i 
: 
! 
' 

I 

MDTA Handbook, Chapter V I ,  Section I X . C . ,  Page 228) 
, 23. W i l l  t h e r e  be a need f o r  these  records 10, 15  years  from now? I f  yes ,  what? 

_-___-___I n F E  f o l l o w i n g  f i n a l  a c t i o n  on 
124. REQUIREMENTS. The following requires the  f i l e s  t o  bc k e p t p r o j e c t  ( f i n a l  a c t i o n  6 t h  month 

a. [ ]STATE b .  [ ISTATWE OF c. []AUDIT d .  WFEDERAL e .  [ ]AE+lINJSTRATIVE f .  [ ]HISTORICAL 

HDTA HANDBOOK - "The records f o r  such t ra inees  s h a l l  be he ld  f o r  3 years f o l l o w i n g  f i n a l  a c t i o n  

fol low-up on t ra inee)  

LAW LIMITATION PERIOD IAW DECI R I O N  VA1,UF: 

on a l l  matters." 

~ . - d a t e n € _ l a s t a ~ i  nn ~ I t  _I I___- -- 
I ADMIN. PROC. MANUAL - Par t  I I ,  11717.01 "MDTA Enrol lment Records become obsolete 3 years from 

I 25. AGENCY R E C O M N D A T I O N S .  This agency recommends t h a t  t he  f i l e  s e r i e s  be, cu t  o f f  at  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER CPP Below ,then : 

Upon .completion of 6-month follow-up o f  a l l  t ra inees ,  t rans fer  t o  l n a c t i v e  f i l e .  

cu t  
( 1 )  

nac t i ve  f i l e  a t  the end of each f i s c a l  year and ho ld  i n  cur ren t  f i l e s  area 1 year; then 
MDT Section (Central Of f ice)  f i l e :  t rans fer  t o  State Records Center, ho ld  2 years and 
destroy, except t h a t  a t  t ime of  des t ruc t ion  a random sampling of one cubic  f o o t  o f  
f i l e s  f o r  a l l  years ending i n  0 and 5 w i l l  be r e t i r e d  to  the State Archives for  
perininate re ten t  ion. 
D i s t r i c t  O f f i c e  f i l e :  t r a n s f e r  t o  l oca l  ho ld ing  area, ho ld  2 years, destroy. - - - __ __ -.- .- - -- --- _ _ -  - -- 1_----- ..y___I.-.----- --- - - - ~  

(Indicate b r i e f l y  rationale f o r  reconnnendations above/or wr i t e  'additional remarks) : 


